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I. INTRODUCTION

The Division Director (DD) position for the Mission Support Division (MSD) is located in the 
U.S. Environmental Protection Agency, Region 4. The incumbent provides overall direction and 
management of the division’s program activities. The incumbent advises the Regional 
Administrator, Deputy Regional Administrator, Senior Executive Service Division Directors, and 
Deputy Directors on a variety of strategic planning and policy issues (including EPA’s process 
improvement system), technical and scientific issues and resource management issues. The 
division is responsible for regional infrastructure operations which include strategic planning, 
budget, finance, management control and integrity, facilities, human resources, information 
resources management, grants management, and contracting. In addition, the division is 
responsible for management of the region's Safety, Health and Environmental Compliance 
Program.  

Responsibilities which are critical to the overall operation of the regional office and specifically 
unique to the MSD DD position are: (a) serves as the Senior Resource Official (SRO) 
responsible for overseeing improvement of the EPA’s fiscal resources management 
responsibilities, including acquisition, assistance, budget, financial management and 
management integrity; (b) serves as the Senior Procurement Officer (SPO) with responsibility for 
establishing Regional procurement policies and procedures and implementing national policy to 
ensure Regional contract management practices are in compliance, (c) serves as the Regional 
Audit Management Official responsible for directing the audit management process to ensure the 
timely and effective resolution of audits, corrective actions, tracking and reporting requirements 
and maintaining the central audit information file; (d) serves as the Dispute Decision Official 
responsible for preparation of timely management decisions on audit of grants, cooperative 
agreements and interagency agreements; (e) responsible for coordinating, evaluating and 
ensuring compliance with the regional Federal Manager’s Financial Integrity Act (FMFIA); and 
(f) serves as Senior Information Officer (SIO) responsible for regional information technology
resources which provides the computer infrastructure for the regional office.

II. MAJOR DUTIES AND RESPONSIBILITIES

1. The incumbent provides overall direction and management of MSD. The incumbent is
responsible for managing a large multidisciplinary staff through first and second-line
managers. Staff includes highly qualified professional and administrative personnel.
Incumbent directs staff in implementation of policies and objectives of the program, and
the Agency’s strategic plan. The incumbent coordinates the activities of the offices to
deliver effective program implementation. The incumbent directs the planning,
development and execution of new or modified programs, policies, rules, or regulations.
Accomplishes or directs program operations by providing guidance on interpretation and
application of federal regulations, statutes, policies, and programs. The MSD DD is
responsible for developing and implementing changes in program strategy as appropriate.



 
2. Accomplishes or directs the actions involved in coordinating the program with internal 

and external organizations. As necessary, determines or recommends the compromises to 
be made in maintaining effective relations with interested groups. Establishes strong 
working relationships with key officials of EPA; other federal and non-federal agencies 
including representatives of state and local government; elected officials; representatives 
of private industry, professional groups; and members of environmental organizations 
and the general public to ascertain problems/issues and advise and coordinate on all 
aspects of the program. The incumbent coordinates with the Regional Administrator and 
Deputy Regional Administrator on program matters that are unusually sensitive, 
controversial, or of an unprecedented nature. 

 
3. Serves on committees and panels and represents the region at national, interagency, state, 

tribal, and local levels. The incumbent makes commitments pertaining to the program on 
behalf of the Regional Administrator. Maintains close liaison with other EPA regions for 
the purpose of coordinating technical and administrative matters that cross regional 
boundaries, and ensures integration and coordination with state, tribal, and local 
programs. At the regional level, represents the agency at conferences with professional 
societies, education institutions, and industry representatives. The incumbent delivers 
speeches to public and private organizations and groups outlining objectives and 
accomplishments of assigned programs. 

 
4. Accomplishes or directs actions to determine the effects of proposed or enacted federal 

legislation, new or proposed program requirements, new or improved technology, 
emergency situations, regulatory and legal decisions, etc. The incumbent coordinates 
with other EPA officials at the national and regional level, state, tribal, and local officials, 
and representatives of other groups, as required.  

 
5. Assures that division personnel are appropriately employed, effectively and efficiently 

utilized, and dealt with in a fair and equitable manner. This involves acquiring staff with 
the necessary knowledge, skills, abilities, and/or potential through appropriate workforce 
planning, recruitment, and selection process, including affirmative action; working with a 
wide range of people who may differ in terms of economic, educational, and social 
background, race or national origin, sex, age, or other characteristics; delegating work 
among subordinate groups and individuals; establishing performance standards, 
appraising staff against these standards, and taking appropriate actions; assessing 
individual capabilities and needs and providing coaching, counseling, and career 
development opportunities; and dealing with employee relation matters, including 
resolving conflicts, attending to morale and organization climate issues, handling labor-
management and EEO issues, and taking disciplinary actions. Makes assignments and 
determines employee responsibilities and priorities; evaluates organizational, 
management and staff performance, recommends appropriate incentives; promotes 
teamwork, cooperation and commitment to quality; ensures quality of achievement; 
ensures staff training and development needs are met; and ensures health and safety 
standards are met. Incumbent has continuing responsibilities to effectively support 
Region 4’s equal employment opportunity affirmative action plan. Responsible for 



communicating this support to subordinates and taking positive actions which will 
motivate and furnish opportunity to all personnel to participate in training, reassignments, 
details and other opportunities that promote career development and opportunities for 
advancement. Incumbent must be objective in appraising a person’s qualifications and 
performance in making hiring, promotion and award decisions. 

 
6. The incumbent ensures that extramural resources, contracts, simplified procurements, 

grants, cooperative agreements, and interagency agreements are efficiently and 
appropriately managed to maximize use of the Agency’s resources. The incumbent 
ensures that managers of these resources comply with regulatory requirements and the 
Agency’s policies and procedures, and that they develop competencies in the extramural 
resources management staff. 

 
7. The incumbent is required to exercise leadership and commitment to management 

integrity as a top priority in the organization consistent with the Federal Manager’s 
Financial Integrity Act. Oversees the development, assessment, and improvement of 
management control systems to safeguard programs and achieve mission results. Takes 
timely corrective actions on all identified management control weaknesses, participates 
as needed in the organization that provides early detection of emerging control issues. 

 
8. Per EPA Order 11302.a, serves as the region’s Senior Resource Official (SRO), 

responsible for overseeing improvement of the EPA’s fiscal resources management 
responsibilities, including acquisition, assistance, budget, financial management and 
management integrity. Specifically, the SRO: 
• Advise on fiscal resource management issues, including acquisition, assistance, 

budget, financial management and management integrity, intramural resources 
(typically travel and payroll), extramural resources within this scope include contracts, 
small purchases, grants, loans, and cooperative and interagency agreements.  

• Oversee, assess and advocate accountable fiscal resources management.  
• Ensure compliance with fiscal resource management laws and regulations while 

furthering program mission.  
• Ensure appropriate and effective systems, procedures, management controls, 

communication and outreach are in place for accountable fiscal resource management.  
• Ensure appropriate and effective planning, assessment, monitoring and control for 

accountable fiscal resources management.  
• Ensure that assistance and acquisition mechanisms are used for work appropriate to 

their purposes.  
• Review and approve the following intramural and extramural management actions and 

funding requests. SRO concurrence is required for all: (a) requests for contract 
advisory and assistance services; (b) procurement requests in-kind and/or monetary 
value (not including requests for incremental funding) over $1 million; and (c) 
agreements for federal funding assistance when total project costs are expected to be 
$5 million or more for continuing program grants and over $1 million for project 
grants; (d) interagency agreements (both funds-in and funds-out) when the total project 
costs are expected to be $1 million or more.  

http://intranet.epa.gov/ohr/rmpolicy/ads/orders/1130-2a.pdf


• Ensure by working through the established organizational structure that program or 
regional resource managers (e.g., project officers; grants management officers; 
delivery order project officers; work assignment managers, certifying officers and 
financial management officers) and their supervisors: (a) are working within their 
workload limitations; (b) have Agency-required training and experience, and receive 
appropriate program or office-specified certifications; and (c) have appropriate 
resource management responsibilities in their position descriptions and performance 
standards.  

• Ensure, for personnel travelling abroad on behalf of the EPA, that the SRO or his/her 
designee is designated on the embassy country clearance as the 24-hour agency point 
of contact who may authorize medical evacuation in case of an emergency.  

• Ensure that unliquidated obligations are reviewed and certified.  
 

9. Serves as the region’s Senior Information Officials (SIO) to ensure the information and 
information technology utilized and managed by their organization supports its business 
needs and mission and helps to achieve EPA’s strategic goals of: 
• Ensuring establishment and implementation of effective processes and procedures 

within their organization for compliance with Agency information and information 
technology policies, procedures, operations and standards; statutes; and Executive 
Branch directives. 

• Overseeing their organizations’ participation in Agency information and information 
technology initiatives such as information exchange, performance management and 
accountability, information integration, and E-government. To include, the 
information technology operated within their organization is managed effectively. 

• Ensuring information technology operated within their organization is managed 
effectively and serve on the Quality and Information Council. 

 
10. The incumbent performs other duties as assigned. 

 
III. SUPERVISION 
 
Works under the general direction of the Regional Administrator and within the parameters 
established by federal law and agency policy. Unprecedented and controversial problems 
involving major departures from previous agency policy are resolved in consultation with the 
Regional Administrator. Work is generally reviewed only for attainment of overall objectives 
and for compliance with agency policies. 
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